Georgia Department of Labor

APPLICATION FOR RECORDS RETENTION SCHEDULE Employment Security Agency
Administrative Services Division
Records Management and Controls

INSTRUCTIONS: The Records M'ar_iagen"ant Ofﬁcer of the Agency’s Records Management and Cbntrols Unit will be of assistance in com-
- pleting this form. After Division Director/Designee has signed the form, forward original to Administrative Services Division, Records
Management and Controls 130 Memorial Drive, S. W., ‘Atlanta, Georgia 30303. Attention: Records Management Officer

FOR AGENCY USE 1. Agency Address . ‘ FOR RECORDS MANAGEM EﬁT USE
Application Date Georgia Department of Labor ot Application Number ,
‘U.I. Division 80 3oq
Application Number Special Programs Payment Un1t Date Received Date Compieted
State Labor Building JUL 16 1980 AUS
. Atlanta, GA 30334 - B 43 1989 |
2. Person to Contact Working Title _ Telephone Number
Wm. F. Reynolds : Supervisor_, S.P.P.U. 656-3074
3. Action Requested - S
a. E Establish Retention Schedule; record wnl! contlnua to accumulate.
b. [] Dispose of present accumulaﬂ'én, no further accumulation anticipated. - - - : oS
¢. [0 Amend Application No Check One: D Change; [7] Supercede; . [} Void ‘
4. Dates of Series . | 5. Records Series Title {followed by title used in office; if different}
Earliest Latest . ; "
Jan. 1975 I Present Replacement of lost, stolen, forged checks ‘Requést Files
6. Division and Office Function What is the function of the Division and the Offios in which this record series is created?

The Special Programs Payment Unit receives initial enrollment forms and

{in smaller benefit pro E?ES such as WIN SuB, and TRA )
establishes a record for each In dg

ividual participant receives and processes
weekly requests for payment of allowances, wages, and work incentive to

participants enrolled in related programs. Makes periodic audit and review

of payment records to prevent duplication or overpayments.

7. Record Series Description . This file contains the following,’documents finclude form numbers and titles, if any):
- Attach samples of the file.
Documents relatingto:  check recipient requests for rei ssuance of lost, sTo 1 en and/of forged

checks.

included are: r 1) Signed and notorized affidavits from recipient a‘l“fesfmg to

. checks being lost, stolen, and/or forged.
2) Correspondence from local Employment Securlty Offices

\ 3 Lcheck recngten J . :
Fileisarranged: -. . - . Alphabetically byYlast name _ Con - B

8. Monthly Reference Rate How often are records referred to which are: - S
Cne to six months oid 10 : Seven to twelve monthsold | ; Thirteen to twenty four months old 1 ;

twenty-five months and older 1 ?

9. Annual Rate of Accumulation of Records . _
‘Letter-size drawers__»5 ; Legatsize drawers_ ; Shelves___ ; Other (specify)

(Over} - ESA-144 (3/30)
i (AR-50-71)




YES| NO | 10. Questionnaire  (Place an “X” in the proper column) n

a. Is this the official copy of the series? ) S
X If not, where is it? o e A
. b. Does the series contain confidential information requiring security handling? 1f ves, cite law or regulation.
X : 4] CFR 29-70.203 b-| _
X c. Isthis avital record? cibetantiates relssyance

d. Does this series have historical or long term research value?

be scheduled separately? , .

e. When one or two documents in the fale make It necessary. to keep the entire file for a Io‘ng penod could these documents

] ]
b

. Is the information contained in this series ever pubhshad? If yes, attach copy.

9. Is the information contained in this series ever analyzed and/or reoorded ina summanzed report?
If yes, attach copy.

h. Is there a duplication of this series in your office, or in another office or agency?
If yes, where?

i._Is this series (or 2 major portion of it) regularly microfilmed?

b ipd I

j. Does the record series resuit in a computer printout?

11. Retention Requirements The following requires the series to be kept:
State/Federal

b. Statute of limitation ' years. A e. Administrative need
¢. Federal Law years. - f. Federal retention instructions

Attach copy or excert of laws or regulations. Explain administrative need. :
Hold in current file area one year, then transfer to State Records Center for

retention for four years -e*d until audlted.
- an '

a. State Law b ___years. ~d. Audit period |/ Indef.
i

years.

years.
years.

12. ApprovedVVDisposiAtion Instructions Th:s agency recommends that tha f| Ie series be cut off at the end of each:

then.

D Calendar Year; [ FISC&' Year O] Other _ '

K] Hold in the current files area . " month(s) 1 year(s); then
] Transfer to local holding area; hold __ __year(s); then

Xl Destroy. audits; then
[ Transfer to State Archives for permanent retention,
[ other (Specify)

These instructions apply to all prior and future accumulations of the series.

ETransferto State Records Center; hold 4 year(s}) and- until completion of State & Federal

Phvision Director/Designee #Signature] Date

& e ARV P |

ESA Director (Signature] ) " Date anaggrfient Qffiger jS:gnamre)

mmm*/

N - _ T N\ Statd Recc mift&e £Signature)

Recommendations in paragraph _ ] \ _ ’ i _
12 are approved. (/f disapproved, State Auditor/Designee _

attach letter of explanation.)
@’ Secre%fvtate/ Designee

1
Attorney General/Designee

(Re_ve’ll's_;Side) _




